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The achievement of the digital age has enabled more people to create, share and store more

documents, resulting in higher print runs than ever before.

What do we do with all this paper?

Inbox Filing Systems is the result of studying past filing system designs and an inspiring look

to present and future filing needs.

We offer practical work space solutions; filing system design; quality paper based filing

stationery and simple solutions to detox any office.

We invite you to take a glimpse at your desk and decide whether your office and filing space

offers you the following;

Practicality, Simplicity, Efficiency and most importantly an inspired work space.



TOP RETRIEVAL FILES & ACCESSORIES

Custodian files
Features: Light cream files are from locally manufactured paper.

Acid Free.

Advantage: Suitable for litho printing.

Acid free to prevent colour and strength deterioration over time.

Hard wearing paper, cost-effective and readily available.

Advantage:  The index ruler clearly differentiates various document types, either

by name, number or period. This method creates visual groupings of document types.

Flaps keep content from falling out.

Benefit:  Clear visibility of files, ensuring accuracy in searching and filing

documents. This leads to faster searches and increased time efficiency.

All files can be custom printed with clients own brand/logo/artwork.

What is a top retrieval file?

A top retrieval file has a printed index ruler on

the top of the files. Files can either have flaps

on each side of the file or a standard cut &

folded file.

C1102

COLOURS

A1-100

Code Description
C1101 Lite File with gusset 120gsm for filing 1-100 sheets

C1102 Medium File with Flap 190gsm for filing 100-250 sheets

C1102FC Medium File with Black File Clip 190gsm for filing 100-250 sheets

C1103 Heavy File with Flap 250gsm for filing 250-400 sheets

C1103FC      Heavy File with Black File Clip       250gsm for filing 250-400 sheets

C1104          Xtra Heavy File with Blue File Clip    250gsm for filing 250-400 sheets

C1101

T1203

Coloured files
Feature: Coloured files are from locally manufactured paper.

A 100% recycled paper, produced from post consumer waste fibres.

Standard cut and folded files with or without flaps.

Smooth surface guarantees outstanding full colour printing.

Additional colours on request.

Advantage: Suitable for litho printing.

Stiffness makes product ideal for folder/file applications and full 

colour printing.

Acid free to prevent colour and strength deterioration over time.

Hard wearing paper, cost-effective and readily available.

COLOURS

buff

green

blue

yellow

orange

red

pink

grey
light
cream

Code Description
T1201 Lite File 160gsm for filing 1-150 sheets

T1202          Medium Files 200gsm for filing 150-250 sheets

T1203 Heavy Files 240gsm for filing 250-350 sheets

TOP RETRIEVAL FILES
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ACCESSORIES

File boxes
Feature: Filing cabinets alone do not allow support for files. Larger bound 

documents that can not fit into a single file can be filed in a file box.

File Boxes allow for easy transport of files and takes up less desk space

than files lying around. A File Box keeps files in an upright position.

Additional colours on request.

Advantage: Clear visibility of files, ensuring accuracy in searching and filing 

documents. This leads to faster searches and increased time efficiency.

2104P

Code Description
2101B File Box – Green Board (Keep top retrieval files in position).

2102B File Box – Coloured Board

2103P File Box – Grey Solid Plastic

2104P File Box – Coloured Solid Plastic

2105P File Box – Grey Vent Plastic

2105PC File Box – Coloured Vent Plastic

2106 Document Box – Green / Blue Board (Keep loose documents in position).COLOURS

red

green

blue

grey

black

2101B

COLOURS

red

green

blue

grey

black

purple

yellow

pink

orange

2105

2106

“Efficient organisations implements sound records management systems to be able to cope with growth”



Index labels

Index cards

File clips

TOP RETRIEVAL FILES & ACCESSORIES

ACCESSORIES

Index labels
Feature: An index label is used to print or write the content of a file onto the 

label. Index labels are self-adhesive and suitable for laser printing.

Advantage: Clear visibility of files, ensuring accuracy in searching and filing 

documents.

Code Description
2201A Alphabetic index labels 

2201N Numeric index labels 

2202A Assorted alphabetic index labels 

2202N Assorted numeric index labels

2203 Plastic Index pocket for file boxes

2220 Label printing software

COLOURS

w
hite & grey

d\l green

d\l blue

d\l yellow

d\l orange

d\l pink

d\l purple

red

2202A

2202N
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T2304

Index cards
Feature: An index card has either a printed index ruler on the top/side of a 

single A4 board or plain cut index dividers. Available in custodian or 

coloured paper.

An index card is used to identify groups of information; 

within single files (#2301 File divider) or

your filing system as a whole (#2302 Divider Index Cards).

File out cards (#2303) are used to book files out of a filing system, 

showing other users that the file is in circulation.

Advantage: Index cards assists with sub-dividing your filing into smaller groups

of information according to subjects and document types.

ACCESSORIES

Code Description
C2301 Pre-Punched File Dividers 

C2302 A4 Divider Cards

T2303 A4 File Out Cards: Red

T2304 Pre-Punched Coloured File Dividers

T2305 A4 Coloured Divider Cards

C2302
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COLOURS

buff

green

blue

yellow

orange

red

pink

grey

C2302



2403

Index labels

Index cards

File clips

TOP RETRIEVAL FILES & ACCESSORIES

ACCESSORIES

File clip
Feature: The File Clip keeps punched documents secure in a file or box.

Advantage: The File Clip is made from light weight plastic or metal and self-adhesive.

Large documents and files that are handled by multiple users will 

benefit from a clip by keeping the content of a file in order.

Code Description
2401 Metal File Clip for loose filing or lite filing

2402 White Plastic Clip for lite filing

2403 Black Plastic File clip for medium filing

2404 Blue  Plastic Tube File Clip for heavy filing

2404
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TRADITIONAL OFFICE FILES & FOLDERS

Lever arch files & ring binders
Features: The basic feature of a lever arch file and ring binder is a board or PVC

coated file with a large metal clipping mechanism. Best suited to filing

on shelves. Available in various sizes and colours. Smooth surface 

guarantees outstanding full colour printing for custom branding.

Advantage: A lever arch file/ring binder can be used to file large punched 

documents secure in a file. Index cards can be used to sub-divide 

documents within the file.

Larger volumes of paper documents can be filed in one file.

Category Code Description
PVC Lever Arch File 3101P PVC Lever Arch A4

3102P PVC Lever Arch Mini

COLOURS FOR
PVC FILES

l/ blue

l/ green

turquoise

yellow

orange

red

pink

purple

salm
on

navy

black

grey
w

hite

d/ blue

COLOURS FOR
BOARD FILES

green

red

black

blue

Category Code Description
Board Lever Arch File 3104B Lever Arch A4 Black & White Mottle

3105E Executive Lever Arch

3105B Lever Arch A4 Colour

Category Code Description
Ring binders 3110 Ring Binder A4 Mottle

3111 Ring Binder A4 Black

3112 Ring Binder A4 Colour

Category Code Description
Lever Arch storage box 3120 Lever Arch Single Division Storage Box

3121 Lever Arch 4 Division Storage Box

3122 Lever Arch 5 Division Storage Box

3123 Lever Arch 6 Division Storage Box

3104B

3101P 3102P

Lever arch files & ringbinders

Spring clip box & magazine box

Adapta-files

Traditional files

Office products & stationery

7
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TRADITIONAL OFFICE FILES & FOLDERS

3202

COLOURS

green

blue

black

red

Spring clip box & Magazine box
Feature: A Spring Clip & Magazine box is used to store either loose documents

or brochures. The spring clip box requires no punching or clipping of

loose documents and can be stored flat. The magazine box is ideal for

grouping various types of information together, e.g.. brochures, 

manuals or magaznes.

Advantage: Clear visibility of brochures/magazine, ensuring accuracy in searching

and filing documents. This leads to faster searches and increased

time efficiency.

Category Code Description
Spring clip box 3201 Spring Clip Box

Magazine box 3202 Magazine Box

Lever arch files & ringbinders

Spring clip box & magazine box

Adapta-files

Traditional files

Office products & stationery

3201

8
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Adapta Files & Maxi files
Feature: An Adapta file & Maxi file is a standard Lever Arch file with a plastic 

panel that closes the file to form a box file. Available in various coloured

side panels.

Advantage: An Adapta file & Maxi file can be used to file large punched documents

secure in a file. The plastic panel ensures that the file does not fall 

over when it is filled with the maximum sheets of paper.

Index cards can be used to sub-divide documents within the file.

Larger volumes of paper documents can be filed in one file.

3200

Code Description
3200 AdaptaFile

3201 MaxiFile

COLOURS

blue

green

yellow

red

pink

purple

black

w
hite

brow
n

orange
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“Organisations need a records management system that allows users to retrieve and reuse corporate
knowledge in an accurate and timely manner”



TRADITIONAL OFFICE FILES & FOLDERS
Lever arch files & ringbinders

Adapta-files

Spring clip box & magazine box

Traditional files

Office products & stationery

3323

Traditional files
Feature: We stock traditional retail files and accessories. Flat files, coloured 

folders, file sorters, drawer dividers, suspension files, accessible files.

 Please enquire about our full range. If you need it, we can supply it.

Category Code Description
Flat files 3301 Accessible Files Manilla A4

3302 Accessible Files Manilla F/S

3303 Accessible Files Manilla F/S with Steel Mech.

3304 Flat Files Manilla F/S

Folders 3320 Manilla Folders 2 Flap

3321 Manilla Folders 3 Flap

3322 Manilla Folders 5 Cut Tabs

3323 Document Wallet

Suspension files 3330 Suspension Files F/S (Blue, green, pink, yellow)

& lateral files 3331 Suspension Files A4 (Blue)

3332 Lateral Suspension Files

3333 Suspension Files Tabs & Inserts

3334 Lateral File Tabs and Inserts

3335 A4 Lateral File

3336 Foolscap Lateral File

Index cards 3340 Dividers Rainbow A4 A-Z

3341 Dividers Rainbow A4 Jan-Dec

3342 Dividers Rainbow A4 1-31

3343 File Sorter

3330
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COLOURS

buff

green

blue

yellow

orange

red

pink

grey

3320

3321
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“A good record keeping system will ensure corporate knowledge is organised and managed”



OFFICE PRODUCTS & STATIONERY
We offer an extensive range of 3L office

products to cater for all your storage requirements.

Storage pockets

Feature: Attach the Filing Pockets to ring binders, folders, catalogues or 

brochures to provide a convenient storage place for manuals, leaflets,

price lists, phone lists etc. adheres to most surfaces.

3401

3404

Category Code Description
A-pockets 3401 A4 Transparent Self-Adhesive Pocket

                                  3402 A5 Transparent Self-Adhesive Pocket

Corner pockets 3403 A4 Transparent Self-Adhesive Pocket

3404 A5 Transparent Self-Adhesive Pocket

Media storage pockets

Feature: CD Pockets provide protection of media against dust and  dirt. Perfect

for storage, archiving and transporting. Adhere to almost any surface.

CD pocket with 3405 The protective inlay provides extra protection 

protective inlay 127x127mm

CD pockets 3406 127x127mm with finger hole

3407 127x127mm with Flap

3405 3406

12
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3412

Relabelling
Feature: Self-adhesive label holders with replaceable inserts. Allows

For quick and accurate reference of catalogues, binders, magazines, 

letter trays, drawers, etc.

With the 3L Insert Maker programme, inserts for the Label Holders can

easily be made. This can be downloaded free of charge.

Category Code Description
Label holders 3410 Ring binders 35x75mm

3411 Adapta and Maxi Files 46x75mm

3412 Lever Arch Files & File Boxes 55x102mm

3413 Archive Boxes 62x150mm

3414 Shelving Label holders 20x150mm

3415 Shelving Label holders 40x150mm

indexing
Feature: Double sided tabs allow you to identify files by writing on

both sides of the tab.

Category Code Description
Index tabs 3420 12x40mm Assorted colours per pack of 48

3421 12x40mm White

Maxi tabs
Feature: Ideal for quick indexing of files, print-outs, manuals or 

catalogues.

Category Code Description
Maxi tabs 3422 30x70mm Assorted colours pack of 32

3423 30x70mm White

Filing strips
Feature: Ideal for inserting documents in binders without punching

holes. Eg. Building Plans, Legal docs. Etc.

Category Code Description
Filing strips 3430 A4 Filing Strips

13

3430

3406

3422
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Poor accessibility to information costs between 5% and 10% of turnover.  Our experience has proven

to have a significant impact on our clients’ efficiency, quality and sharing of information.

Inbox Filing systems specializes in the field of offering solutions to everyday challenges regarding

floor space maximization and paper flow management.

Our Archive and Filing Furniture range offers instant results combined with practical

implementations on the best suited filing systems.



ARCHIVE SOLUTIONS RANGE

Archive range
Features: Our traditional archive and semi-active document storage products 

are designed to fit into existing storage cabinets or shelving. By setting

up an effective filing system to identify various retention periods of 

documents, archiving should be done regularly to declutter your 

active filing environment.

4100

Code Description
4100 Standard Archive Box

4101 Jumbo Archive File Box

4102 Lever Arch Archive Storage Box with Lid

4103 Jumbo Storage Box with Lid to house Archive Boxes

4104 Index Board

4105 Tax Box

4106 Archive File with clip

4107 Archive File Drawer

4108 Legal Archive Storage Box

4109 Jumbo Archive Storage Box with Lid

4102 / 4109

16

4103

4106

Active Office Archiving

Off Site Archiving

Home Office Archiving
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4104 4101

4107 4108

“The concept of a corporate knowledge plan is to organise information using

records management principles”
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Ingenious filing, inspired results

Filing Storage is an essential part of the planning of an efficient workspace. Incorrect

office furniture can lead to lossz of valuable floor space, unattractive office spaces, and

occupation-ally hazardous areas of filing. This can all lead to low productivity.

With a range of practical and aesthetically good looking storage units our range is sure

to inspire your filing space.

ELECTRONIC  INBOX

19



CUBBY INBOX RANGE

Top retrieval cabinets
Features: Storage units are designed to house File Boxes in an upright position.

15 File Boxes per drawer=1.5m of filing. Units can be modified by using

accessories to accomodate most of your office stationery 

requirements, E.g. Lever Arch Files, laptop cases, computer equipment,

manuals, books, bound paper, etc.

C604

C605

Category Finish
Colour combinations: Standard Melamine and Veneer options.

Handle Options: Silver Single or double handles.

Plastic Handles.

Code Description
C602 2 Drawer Top Retrieval

C603 3 Drawer Top Retrieval

C604 4 Drawer Top Retrieval

C605 5 Drawer Top Retrieval

C606 6 Drawer Top Retrieval

C607 2 -5 Drawer Std. Solo Cabinet

C608 4 Drawer Std. Steel Cabinet

Filing Storage is an essential part of the

planning of an efficient workspace. Without

the correct office furniture one can loose

valuable floor space, unattractive office

spaces, and occupation-ally hazardous areas

of filing. This can all lead to low

productivity.

With a range of practical and aesthetically

good looking storage units our range is

sure to inspire your filing space.

20

brushed aluminium

handle option

plastic handle option

C604

Note: Various combination cabinets available on request to house 

Suspended pockets, CD's, Lever-Arch Files etc.
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Code Description
C610 Base Plate for Standard units

C611 Base Plate for Solo & Steel Cabinets

C612 File Support Rack

C613 Divider Bars A4 Lever arch

C614 Desk File Organiser

C615 Utility Drawer Organiser

C616 Suspension Cradles

21

C607 C608

C614

“Organisations need to have a systematic way in which their important information and
records are organised”



CUBBY INBOX RANGE

Bulk filing cabinets
Features: Mobile units offer optimum shelf storage. Bulk Mobile filing systems

allow for secure storage of large volumes of documents and various

size items. Units are manually operated either with a wheel drive 

system or a push pull handle design. Various Sizes and configuration.

We will survey the volume of document types and propose the most 

space effective configuration at no extra charge.

M001B

Category Finish
Colour combinations: Metal or Wood Cladding.

Metal can be perforated in various colours,

please enquire.

Wood finishes, Maple, Cherry, Imbuia, Mahogany

Category Code Description
Mobile Systems M001B 1,100 x 2,130 x 0.430 m Vertical Bulk Filer

M002B 2,200 x 2,130 x 0.430 m Vertical Bulk Filer

M003B 3,300 x 2,130 x 0.430 m Vertical Bulk Filer

Freestanding Bulk Filers M004F 1,100 x 2, 130 x 0.430 m with lockable doors

M005F 1,100 x 2, 130 x 0.430 m without doors

Metal Shelving M005S 5 Shelves Freestanding metal shelving

M006S 6 Shelves Freestanding metal shelving

M007S 7 Shelves Freestanding metal shelving

Stationery Cupboards S010 1,800 x 0,900 x 0,450 m Fitted with 4 shelves

M006S

22

M002B



ELECTRONIC  INBOX

23

MA625

MA620

Accessories

Code Description
MA620 Wire Rack

MA621 Metal Shelf

MA622 Pull Out Working Shelf

MA623 20 Compartment Stationery Sorter

MA624 Lockable Compartment

MA625 Pull-out/Stationery/CD Drawer

MA626 Pull-out Cradle for Suspension Files

MA627 Step Stool with collapsible wheels

MA626
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Ingenious filing, inspired results

Leading organisations throughout the world recognise the need for robust, reliable

and flexible software solutions that will automatically store, manage and ensure the

secure sharing of documents across the distributed enterprise.

The successful implementation of this type of document management solution is

paramount to the streamlining of information flow and processes.

Our software solutions address all aspects of document management from imaging

and electronic forms to workflow.

ELECTRONIC  INBOX
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BROWSER BASED DOCUMENT SOLUTIONS

Electronic Document Warehousing
Our software solutions provides easy secure access to data and document stored

in a central secure location within the organization.

Document are searched by means of an uncomplicated and efficient client interface.

Results are easily viewed, annotated and printed from their current location with

no file movement required.

Knowledge Management
Collaboration is facilitated through a series of personalized inboxes. Users have

the ability to forward documents within workgroups or direct documents through

predetermined rule based workflows, enforcing people – centric routing and

approval of documentation.

Consecutive collaboration is facilitated through real time chat and white boarding.

All document actions and annotations are seamlessly audited and stored.

Leading organisations throughout the world recognise the need for robust, reliable and flexible software

solutions that will automatically store, manage and ensure the secure sharing of documents across the

distributed enterprise.

The successful implementation of this type of document management solution is paramount to the streamlining

of information flow and processes.

Our software solutions addresses all aspects of document management from imaging and electronic forms

to workflow. Our supplier partnerships have proved themselves as complete document management solution

service providers.

Our strategic partnerships with systems

intergraters are important to provide the

diverse range of intergrated business

solutions required by today’s organisations.

26



Electronic Form Control
Electronic forms are distributed, authenticated and managed using the built-in

e-form module. Our software solutions replace internal forms such as requisitions

and applications in order to streamline communication and reduces the costs

associated with preprinted stationery.

Content Management
Our software solutions facilitates the auditing and control of the content of

documents, by managing the original files such as Word Documents or Excel

Spreadsheets. Document revisions are recorded and archived allowing an audited

rollback to previous versions.

Our software solutions are suitable for both the Medium and Large distributed

enterprise, where speed, ease of use and security issues are key.

Our software solutions are a thin application requiring no client software

simplifying deployment and version control.

Our software providers partnership with Adobe and expertise of the PDF format has

ensured a software solution that embraces the needs of all clients.

Features
• Unlimited Divisions & Cabinets

• Unlimited searchable indexes up to 255 characters per index

• Unlimited folders within each cabinet

• Full SQL reporting

• Document Linking

• On document text search

• Real time annotation in the form of notes, voice, drawing, video

and stamping

• Real time on document chat

• Complete document auditing

• Predetermined document workflows

• Revision control and rollback capability

• Image and file management

• Unlimited e Forms support

• Encryption security

27

“Document management must be complimented by records management as some documents are not
worth keeping at all. All organisations need electronic record keeping”



Proudly Brought to you by Lode Stone Document Consulting (Pty) Ltd.

For further enquiries to our extensive product and service range please contact us.

Tel  + 27 11 706 2228/2370

Fax   +27 11 706 2227

E-mail  info@lodestoneconsulting.co.za

Web  www.lodestoneconsulting.co.za

inBox
filing systems

Inbox filing systems are proudly brought to you by Lode Stone Document Consulting (Pty) Ltd.

The core service offering of our consulting service is;

• File Plan design, National Archives Compliance and ISO standards guidelines.

Records management philosophies

- File classification

- Records definition

- Retention period guidelines and archive rules

• On site file conversion teams to file active documents, archiving of older documents and

creation of new files

• Training on best filing practices

- Why should organisations have a good filing system

- How to set up a filing system

- Filing procedure and maintenance

Please visit our website for further details. www.lodestoneconsulting.co.za


